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HOW TO USE FRONTPAGE TO IMPROVE YOUR PAGE AND MAKE EDITING EASIER

1. Sign in to Quia and click on “edit” next to your class page.

2. Scroll down to “section 4 – Your Message”.

3. Select all of the text found there.

4. Copy all of the text (Ctrl-C or right click and “copy”)

5. Go to Start – Programs – Microsoft FrontPage

6. At the bottom of the screen there are three tabs – Normal – HTML – Preview

7. Click on HTML

8. Delete all the text found there

9. Paste what you copied from Quia (Ctrl – V or right click and “paste”)

10. Click on the “Normal” tab at the bottom of the page.

11. Edit your text as you would in a Word Document

12. When you are finished editing your page, you must copy the HTML you created back into the “section 4 –Your Message”.

13. Click on the HTML tab at the bottom of Frontpage

14. Select all and Copy that text (Ctrl-C or right click and “copy”)

15. Go back to your Quia editor page and scroll down to “Section 4 – Your Message”

16. Select all of the text in the box and delete it.

17. Paste what you copied from FrontPage into the box.

18. Scroll all the way down to the bottom of the page and click “Save Changes”.

Learn how to do this quickly and you can use it every time you want to edit your page. Once you get it, it really makes things faster!

